. +

‘Table B-4 = . -

. Years of Experience

General Secretaries

A;Y‘Méan.
J+ No. of !
Years"* SD

Range of Yeaxs

Least:

T

Worked at Present Job

.4.79  4.99

2"

-0 2t

»
orked in Secretarial - : _ ) .
Fleld , : 114 9.54 7.38 1 b 33
\ @Number of secretaries providing usable responses,
. - ;
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- * Table B=5 " .. .- .
. “« © o . ! K . ) N . )
Location Contextsd. . s /},'! o

N B ) . ,{ . R
Co . : -Woxkers - Supervisors
Type of Business Opération : , T )

- Pederal Service i. o T g 1
State Service ' . ' - - S 3 12v- - 9 h

. Local Service ) J" B - 5 | ,..4%
PrivateVBusineés Firm . B O 24 13
University or Collegéf IR 3 1
Education - I ‘ }/’. L -12 ) _Q 10
Other - . g /' H _ 6 | 3
Unknown - - ’? ' , 54 : 39
Size of Busihess | ) o -
Small “ : ' 9 9
Moderéte a . .. ' 5A / : 3.

- farge o : ‘. i S _ T 16 -
Unknown | . | _ 75 . "%ﬁilr
Cifz size i | . R ‘jféﬁéa
Metroboligan- | 4" . I | /!50 \;\;25
Moderate/Remote . ‘ o - | 17 ' - 13
Unknown - | ’ T 63 44

Apata provided by supportlng ‘state agencles for 120 workers
(g,ecretaries) and 80 supexvisors. .
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APPENDIX C ¢ .

TASK INVENTORY DATA ' § - °

. - ' . o
i . - ' T . e
- s L - : .

Appendix C- contalns a detalled'presentatmon of the task _
inventory data in computer printout form.- Each table is pre-
ceded by a description of qﬁe questlons and resgénse categories-
that are reported on that tdble.

. . '\A/ ,’ ) , ‘_’

Table // -,'Description S -". o S
c-1 S Tagk Octurrence (Ql 02, and QG)

CcC-2 ;n Task Importance (QB amd Q9)

c-3 ~ Extent Task Is Part of he Job

(Q6)

Frequency of Task Perfo-
(Q3 and Q4) - -

C;5 e Tlmezto Qualify (Q7)
C—G:_ j ,. . Learnrng Location . (le and Q13) o . x

c-7 o Superv!ﬁor Suggestlons (QlO and :
. oy | R /-\

c-8 ' Summary of Tasks by Percent of
' Workers Perfqrming

-
’ -

c-9 . . Summary of Tasks by Percent of L
’ . . Supervisors Desiring Performance = . '~

- -~
v')f'
- ' 99 ’ '
90 . | '

Tt




/mable c-1  ° o,
Task Occu#rence (Ql, QZ, and Q6)2 |

.‘ ’ ‘ ¢ L]

. : : . ¢ . )
Question 1:. " Task Occurrence (Workers) v . -
L - . - ) :

',F\ | During the last year or so in your present job stition'aé
a General Secretary, which of the activities have you

performed?
”‘5- Response: Check mark for eacﬂ task performéd.lrnl.

Question 2: Task Occurrence (Supervisors)

From your experience as'a supervisor “of .one or more General
Secretaries, indicate which of the activities should be
performed by General Secretaries in yo;y}operation; that is,
by such employees.under your supervis;,n in your office or
firm. . Indicate which tasks your General Secretaries should
'be doing as part of their job, even if only done once.

r each task that %ecrétaries are
expected to do. ' L : :
v . . I

L4

Response: Check mark fo

s
% J

Question 6: Extent Tasé Is Part of the Position (Workers)
L o L ) : ’ .

Answer this question so as to give the best description
you can.~ For each task statement, rate how signif cant a .
part of ydur job it is. nsider and weigh its importance,
frequency of occurrence, elevaﬁce, and any other factor
which you think determines to what extent the task is part
of your positien. |In your own mind, ‘combine these factors
into a single rgﬁi g-of how significant a part of your job

it represents.
»

AIn Table C-1, posittive (checked) responses are reported
for Q1 and Q2. A composiite response composed Qf any selection
of scale ratings 1 through 7 is reported for Q6. The results
indicate that Q6 is a more sensitive measure of minor tasks

than the checklist used in Q1. and Q2. Because the,group of
workers responding to Q6 rated each task, the data provided by

Q6 appear “to include those| they might do on some remote occasion.

100

91




/ e ! . o ‘ S . Co
Table C-1, ~ Continued o ‘ A L S e
) k . o ) . . B .;L L /

N =T . .y B ’ » R £
‘Categqgies and Values of the Response Scale: N

T,

= Definitely not a part of my Jjob =
- 1"= Under unusual circumstances may be a minor part  »
(\ of my job . _ . .
2 ="'(not defined) Vo
3 = (not defined) ‘ .
. 4 = A substantial part of my jOb
5 = (not defined)
6 = (not defined)
7 = A most 51gn1f1cant part of my- jOb

L N -

Each of the 10 columns of Table C-1 is identified below.

Column 1: Number of Group 1 workers who checked ..
A - (Question 1) that the task is performed S o

““Column 2:  Percent of Group 1 workers checking the task b
: . (Question l) - C o
Column 3: Number of Group 2 workers who rated the tagk
: as being some part of the job (Question 6). .

Column 4: Percent of Group 2 workers rating the tasﬁ
1-7- (Questlon 6)

Columns 5 B .
and 6:  Composite of Column 1-4 data.

Difference between worker groups responding
to the task (Colunin 2 minus Column 4).

1)

. « Column 7

Column 8: Number of combined Groups 1 and 2 supervisors
‘ who checked (Question 2) that the task: should
‘ be. performed by secretarles.
R !, i ™ N e
C?lumn 9:. Percent of 'all superv1sors checklng the task

(Question 2). oo | o

Column 10: Difference between workers and supervisors »
responding to the task (Column 2 minus
Column 9). \
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. ’ N 'Task'Importanc{i (QBrand Q9 s

Questlon 8'

B v

—

e

Task Importance to Job (wOrkers)

What degree of 1mportance would you assign to each
act1v1ty you perform?
'in regard to its contribution to effectlve operatlons i

your office or firm. .

Categorles and Values of the Response Scale-

o'-.l

2
3

M\\b e
Jje g B

Judge the importance of each activ1ty ke

-

Low 1mportance (relatlvely unlmportant part of
the job).
Moderate importance (1mportant but hot €

entlal);;

High importance (essential paxt of the ng that

/

‘a2 '

‘e
. .
»

decisively influences the effectlveness of ‘the
office operatlons) . _

A

- ‘ . ) . ' !, . X ) B :
Question 9: Task Importance to Job (Supervisors)

Based upon youpvsuperV1sory experience in your present

operations, what degree of importance would you assign to
' " each job activity that is appropriate for your General

Secretaries? Judge the importanée of each activity in

RS regard to its contribution®to effective operatlons in your_

- et

office or flrm. . : . Qtw~..4 A
) Categorlés‘and Values of the Response Scale- Identical to

-

- those of Question ‘8. - : o o

.v(, .

-

_ Each ‘of the 22 columns of Taple C-2 1& identified below. R 7@f

Column-ll: Avera e (mean) of worker ratlngs, cons1der1ng- ]
i ‘ only those who checked- (Questlon 1) that the o

o ' task was performed _ ) ) S
.bolumn 125 Standard deV1at10n show1ng degree of response,“

E N A varlablllty.

Column 13
o (Questlon 8).

v

. >
.

/ '

9

o

i Number of workers who rated the task 1- 3

aQuesﬁé?ns 8 and ‘9. were. anSWEred only for those tasks

o checked on Q1 or Q2 ‘ T AN

a

a .’ * s w

TR

A ' ' .,k»



s . 7

- “.  Colummns.25, . '

. - | 'y : : - ’ . s o LN "
Table C-2 - €ontinued =/ _ . v o _
L} A . - . . / . N . :

LN

r

Columns 14, SR S ' T
15 and 16: Average, standard ideviation, and number of
.- ' supervisors who rated the task (Question 9), .
' e considering only ;tho&e who checked (Question :

- 2) that the. task ‘should be performed.
: o / W o : .
- Column 17:  Difference between worker and supervisor i
" average ratings (Column 11 minus Column 14).

Columns 18, ° B R ChRURE
through 24: Same as Columns 11 through 17, except' the . ot N
: average ratings were computed across all per- = | 5

sons-in each group. Persons not checking the .

task (Questions 1 or 2) were included in the s
average by considering their rating to be a :
R - value of "0." o

Note: The Column 18-24 summaries may be of value in pro~
-, " viding greater comparability with Question 6 ratings-
-7 as_given in. Table C-3. Columps 18-24 denote a‘takk"
rating with respect to job importance fdér the entire

@ccupation that is represented in ‘the survey. On

ﬁﬁhejother'hand,'columns~f1—17 denote & task's job
importance only: in regard to ghose in an occupation
who do or should perform that’task. Thus, a task-

. might only.be required of a very few workers but for.
them it could be highly important. ' Extremely diffi-
cult tasks, involving gFeat skill and experience,
could be of jthis nature. - o

A

Voo ) -
26, 27, and . NS L
}, 28: . Number of surveyed workers using each level . ~0
oo o of the importance scale. "Column 25 (None)*. A
' is the complement of the fiumber of workers C
ghecking the task on Question 1, as recorded \.;
in Column 1 on Table C-1. 2 ‘

| N ” N
Columns 29 3 - S . R e
| through 32: Same as Colunins 25 .through 28, but for:super- B
‘ : - =visors! ratings. Column‘?Q'ﬁNone),iS'ﬁhe
. . : - complement of that portion of Column 8! . "]
~ (TaBYe C-1) represented-by the 40 - superviso T
in Group 1. /- | : . : . ﬁ \Pﬁ\\ - =

-

0 .

s

’
g

. | 109
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